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Required Supplemental Documents by Activity 
 
The following supplemental documents may be required to be submitted along with your Special Event 
Permit application based on activity. 
 
Route & Event Map—a detailed aerial map of the route your event will follow and any planned use of 
public space, including tent/vendor placement, temporary restroom placement, participant parking and 
any other planned activity that will have a designated location on the property.  
 
Communication Plan—a comprehensive plan detailing how communication will occur between staff 
members located throughout the event or on the race route. 
 
Emergency Plan—a comprehensive plan detailing how event staff will response to 1) a medical 
emergency, and 2) a weather related emergency. 
 
Liability Insurance Policy—a certificate of liability insurance listing the City of Grapevine, 200 S Main St, 
Grapevine, TX 76051, as a certificate holder/additionally insured. *Policy requirements on Page 2.  
 
Corp of Engineers Lake Activity Permit—Complete a CoE Lake Activity Permit if your event is intended to 
occur at a City of Grapevine Lake Park and: 

 WILL NOT have a significant impact on resources or significantly restrict the intended use of the 
property by others 

 WILL NOT require special exclusive use of water surface, does not involve parasails, hang 
gliders, parachutes, or any type of airborne craft 

 WILL NOT require additional facilities or services such as: temporary restrooms, parking, 
concessions, police, fire, EMS, etc. 

 WILL NOT generate revenue for a profit 

 WILL NOT include the sale or distribution of alcoholic beverages 

 IS NOT expected to draw a large number of participants and/or spectators 

 WILL NOT involve the exchange of money, e.g. sales of goods/supplies, food, refreshments, etc. 
 
Corp of Engineers Special Event Permit—complete a CoE Special Event Permit if your event is intended 
to occur at a City of Grapevine Lake Park and: 

 WILL involve one or more of the above bulleted items  
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Fishing Tournament          ●   

Race/Run/Walk ● ● ● ● ●   *● 

Parade ● ● ● ●       

Lake Park Event 
(non-race/run/walk) 

● ● ● ● *● **● **● 

Fireworks Display ● ● ● ● ●   *● 

City Park Event ● ● ● ● *●   

   

* City will advise as to whether or not this document is required. 
** Only one permit required, see criteria for which is applicable. 
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 Liability Insurance Policy Requirements 
 
Certificates of Insurance – The permit holder shall furnish the City of Grapevine 
with a certificate of insurance as evidence that the policy providing the required 
coverage and limits of insurance are in full force and effect.  The certificates of 
insurance shall name the City as an additional insured on the General Liability Policy 
as follows: 
 
City of Grapevine 
200 S. Main Street 
Grapevine, TX 76051   
 
Certificates of insurance for permit holder furnished insurance and notices or 
cancellations, terminations, or alterations of such policies shall be sent to: 
 
Post mail— 
The REC of Grapevine 
Attn: Sasha Haverkamp 
1175 Municipal Way 
Grapevine, TX, 76051 
 
Electronically— 
shaverkamp@grapevinetexas.gov 
  
Comprehensive General Liability – This insurance shall be an "occurrence" type 
policy written in comprehensive form and shall protect the permit holder and the 
additionally insured against all claims arising from bodily injury, sickness, disease or 
death of any person, as well as damage to property of the City of Grapevine or 
others arising out of the act of omission of the permit holder or their agents or 
employees.  The liability shall not be less than: 
 
Each Occurrence:   $1,000,000 
General Aggregate:   $2,000,000 
Products and Completed    
Operations Aggregate:  $2,000,000 
 
*Example Certificate of Liability Insurance on Page 3.  
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Example Insurance Company 
1122 Example Drive 
Example, TX 71234 

Example Applicant Organization 
1122 Example Road 
Example, TX 74321 

Example Insurance Company 10325 

52301 

817-555-3434 817-555-7878 

Example Fun Run & 5k – Meadowmere Park – February 25, 2016 

*REQUIRED* 
Certificate must list the City of 

Grapevine as a certificate 
holder/additional insured, as 

shown here, for the policy to be 
accepted and the event approved. 


